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Agency-Wide Common'Standard 

&issimLF.u!.ction FiJps for InFsLC&5.0ns _- 
Organizes, administers and coritrols f i re  prevention ana 

Tire prorectinrl 3: - t ;v i t iec  to inciriatt resciio and fireiioilting, f o r  Insti tutions and suuporlir , ;  
administrative elementi. Advises and assists management and staff t o  improve conditions de t r i -  
mental t o  f i re  prevention and f i re  protection. 
f i r e  wacua t ion  n,lms for dcrniciliarv buildings in coordination w i t h  organizational administra- 
t i v e  pe-sonnei. 
and property. 
rective action necessary t o  prevent recurrences. 
regular fire-prevention inspections of all buildings, structures and uti1it;t.s. Prepares inspec- 
t i o n  reports indicating discrepancies notcd and forwards same for corrective action through appro 
priate channels. Performs preventive maintenance of firefighting appa ra tus ,  and keeps records of 
protective operations , personnel and equipment. Coordinates w i t h  clainis office on matters per- 
taining t o  f i re  !DSS claims. Maintains liaison with Federal, State, County, and local f i r e  and 
disaster authorities. 

Assists i n  the development o f  written and graphic 

Responds t o  f i re  calls t o  ex t ingu i sh  f i res ,  prevenring o r  minimizing 10;s OT i 1 T  

Investigates f ires t o  determine causes and cor- Conducts f i re  evacuation dr i l ls .  
Establishes f i r e  regulations and perfoms 

-_I---- .---- 11 . D E S C R I P T I O ~  or SERIES - i l r c i u i e  ?or= no. k F O X ~  ~ i i i r ,  i f  any 

1. Documents relating t o  comprehensive f i re  prevention/suppression activities o f  a f i re  depart- 
ment concerned w i t h  the protection Gf l i f e  and property for Institutions and support  elments 

2. Included are f i les  for reporting f i re  prevention inspections of buildings, ccnducting f i r e  
dr i l l s ,  conducting f i re  alarm tests,  f i re  extinguisher service d a t a ,  written and graphic 
building evacuation plans, f i re  trairing reporting f i les ,  f i r e  activities reporting f i les ,  
f i re  department desk f i les ,  f i re  desk reference f i l e ,  r ad io  operating logs, f i re  loss claims, 
personnel t ra ining records, and subject reference f i les .  These records consist of the fo l -  
lowing: Fire Department Inspection Kzport (CSH-642) ; Quarterly Inspection of S ta temmed 
Houses (CSH-637); Fire Department Fire Evacuation Drill (CSH-728); Building Fire Alarm Tests 
(Ledger); Written and Graphic Building Evacuation Plans (File Copy - One ( 1 )  Set for each ' 

building,); S ta te  Insurance Prosram Sworn Statement i n  Proof o f  Loss (Copies of notarized camF 
US claims); Record of in-Service T r a i n i n g  of Domiciliary Building Personnel ; Institutional 
Fire Imident Report (Ledger) ; Fire Department Hose Record (CSH-827). 

, ?or.: 1.-30-11 



L _ .  La 
13. Is t h i s  the  Record Copy of the se r i e s?  

14. Is t he re  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

- 
t 

15. Is the  information contained i n  t h i s  s e r i e s  ever summarized or  published? [ I  

[ I  16. Does the  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? 

17. Does the  series document pol ic ies  and procedwes of agency's operation o r  function? [ ]  

18. Could t he  function be performed i f  +'E f i l e s  were l o s t  o r  destroyed? kl 
19. Is the  s e r i e s  ( 7 1  major portion of i t )  regular ly  microfilmed? If yes ,  why? [ I  
20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  [ I  

21. Does t h e  record se r i e s  contain documentation produced as EDP pr intout?  ; I  
?2. Is t& aer ies  s f fec ted  3y PePo-l or grar,t +..--A-9 * L . U Y .  I! 
23. W i l l  t here  be a need f o r  these records 10 15 years from now? I f  yes ,  what? [ I  

see attached 24. REQUIREMNTS. The following requires the  f i l e s  t o  be k e p t A e t - j e a r s :  

a. []STATE b. I!STAT?JlE OF c. [IAUDTT d. [!.'"??RG e. k]ADMINISTF$-TIW f,! ]HISTORICAL 
LAW LIMITATION PERIQT LAW DECISION VALUE 

(Cite L ~ W ,  Statute,  or other x a s m  for the retention requirement) 

__I_. 

25. AGENCY RECOMMENDATIONS.This agency recommsnds tha t  t h e  f i l e  se r i e s  be cut  off '  at the  ecd 
of each -[]CALFNDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

A. []Destroy immediately a f t e r  cut off .  

1 []Destroy. 

. ' 

BL []Hold i n  current  f i l e s  area month(s)/ y e a r ( s ) ,  then: 

2 []Transfer t o  records center ;  hold yea r ( s )  then: 

b []Transfer h i s t o r i c a l  mater ia l  t o  .kchives ; 
a []Destroy. 

destroy remainder. " 

3 [ I ~ e s t r o y  z f t e r  audit ( o r  y e a r b )  a f t e r  aidit), 
C. []Hold i n  current  f i l e s  area inde f in i t e ly .  

D. []Hold i n  current files a rea  yea r ( s )  , then t r a n s f e r  t o  Archives permanently. 
E. []Other 

oved [IDisapp 
-l--___.ll_ 

Recommendations 

in Paragraph 25 

. .  



APP I 
No - 
75-72 

75-73 

15-74 

75-75 

FIRE SERVICES MISSION/FUNCTION FILES 
L 1 .  

Descr ipt ion 
FIRE PREVENTION REPORTING FILES - 
Documents r e l a t i n g  t o  preventing 
v i o l a t i o n s  o f  nat ional  f i r e  codes, 
State f i r e  safety  laws, and local 
regulat ions, p o l i c i e s  and procedures. 
Included are reports o f  b u i l d i n g  f i r e  
safety  inspections, s p r i n k l e r  alarm 
system tests,  and inspections o f  
dwell ings, u t i l i t y  f a c i l i t y  f a c i l i -  
t i e s  and other  s t ructures.  F i l e s  
are arranged a lphabe t i ca l l y  by or -  
ganizat ion o r  a c t i v i t y ;  thereunder 
by date. 

FIRE TRAINING REPORTING FILES - 
Documents r e l a t i n g  t o  t r a i n i n g  s t a f f  
personnel i n  domici I i a r y  bu i l d ings  
t o  react  t o  f i r e  emergencies. In- 
c I  uded are reports o f  f i r e  evacuation 
d r i l l s  conducted w i t h i n  the f a c i l i t y ;  
t e s t  t i m e  and locat ion log; corres- 
pondence r e l a t i n g  t o  f i r e  alarm system 
tests ;  w r i t t e n  and graphic b u i l d i n g  
evacuation plans; and s i m i l a r  or re- 
la ted documents. F i l e s  are arranged 
a lphabe t i ca l l y  by organization; there- 
under by date. 

FIRE ACTIVITIES STATISTICAL REPORTING 
FILES - Documents r e l a t i n g  t o  repor t ing 
s t a t i s t i c a l  data of the  organizat ion's 
operational a c t i v i t i e s .  Included are 
reports o f  f i r e  d r i l l s ,  inspections, 
f i r e  alarm responses, in-service t r a i n -  
ing programs, f i r e  incidents; and 
s i m i l a r  o r  re la ted  documents. F i l e s  
are arranged by date. - 

FIRE DESK FILES - Documents r e l a t i n g  t o  
maintaining a record o f  rad io  t r a f f i c ,  
informat ion received, and ac t i on  taken. 
Included are desk b l o t t e r s  and rad io 
operat ing logs and s i m i l a r  o r  re la ted  
documents. F i l e s  are arranged by date. 

FOR I NST I TUT I ONS 

Disposi t ion 
Cut o f f  f i l e s  a t  end o f  each 
calendar year; hold i n  cu r ren t  
f i l e s  area I year; then destroy. 

Cut o f f  f i l e s  a t  end o f  each 
calendar year; hold i n  current  
f i l e s  area 3 years; then destroy. 
Bu i l d ing  evacuation plans may be 
destroyed when they are super- 
ceded o r  obsolete. 

/ 

Cut o f f  f i l e s  a t  end o f  each 
calendar quarter; ho ld i n  cu r ren t  
f i l e s  area 9 months; then destroy. 

Cut o f f  f i l e s  a t  end o f  each 
calendar year; hold i n  cu r ren t  
f i l e s  area I year; then destroy. 

LOCATOR INDEX FILES - Documents r e l a t i n g  
75-76/t0 maintaining a record O f  f i r e  equip- 

ment location, dwel l ing occupants, types 
o f  equipment, f i r e  hose i d e n t i f i c a t i o n  
and t e s t  data, and b u i l d i n g  construct ion ' 

and f i r e  resistance c l a s s i f i c a t i o n .  In- 
cluded are cards, maps, logs, and s i m i l a r  
o r  re la ted  documents. F i l e s  are arranged 
by subject; thereunder by locat ion o r  number. 

Destroy when obsolete, superceded 
o r  no longer needed. 

FtiC 
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